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1. MACIHOPT PABOYEM NPOT'PAMMBI JUCILUILIUHBI
1TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O6n1acTb npuMeHeHUs1 padoyveil MPOrpaMmbl

Pabouast mporpamMma IUCHUIUIMHEI SBIISETCS YacThio 00pa30BaTENbHOM Mpo-
rpammbl B cootBeTcTBHM ¢ PI'OC 1o cnenuansHocty 38.02.03 OnepanuonHas ae-
ATEIBHOCTH B JIOTUCTHKE.

[Iporpamma pa3paboTaHa B cOOTBETCTBUU ¢ DenepanbHbIM IrOCyJapCTBEH-
HBIM 00pa30BaTEIBHBIM CTAHIAPTOM CPEAHETO MPO(dhEeCCHOHATFHOTO 00pa30BaHUS

1.2. MecTO IMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrPpaMMbl:

JucuuminHa «JlokyMeHTanmoHHoe o0OecrieueHue B MpodhecCUOHAIBHOU Jie-
ATEITLHOCTH SIBIISIETCS YaCThIO 0011eNpodeCCHOHAIBHOTO ITUKJIIA MPOodecCHoHab-
HOU IOJITOTOBKHM.

B pamkax u3yuyeHUs NUCHMIUIMHBI Y 00ydaromuxcsi GOopMUPYIOTCS KOMIIe-
tennuu (OK, I1K), Bkimrogaromue B ce0si CIOCOOHOCT:

OK 01. Beibupats criocoObl pemieHus 3ajiad npohecCUuOHAIBHON JIesITelb-
HOCTH IIPUMEHHTENBHO K Pa3JIUYHBIM KOHTEKCTaM;

OK 02. Ucnonbs30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIU3Aa U UHTEP-
nperanuu uHGopManuu U HHOOPMAIIMOHHBIE TEXHOJIOTHU JIJIsl BBITIOJIHEHUS 3a]1a4
npo¢eCCUOHATILHON JIEATEIIbHOCTH;

OK 03. IlimanupoBaTh U peaiu30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBHOE U
JUYHOCTHOE Pa3BUTHUE, MPEANPUHUMATENBCKYIO ACATEIBHOCTh B MPO(EeCCHOHAb-
HOIl cdepe, UCMOAb30BATh 3HAHUS O MPABOBOM M (PMHAHCOBOM I'PaMOTHOCTU B
Pa3JIMYHBIX )KU3HEHHBIX CUTYalUsIX;

OK 04. DddexTuBHO B3aMMOICHCTBOBATh U pabOTaTh B KOJIJIEKTUBE M KO-
MaH/IE;

OK 05. OcymiecTBisiTh YCTHYIO U NMHUCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCY-
napcTBeHHOM s3bike Poccuiickoit denepanuy ¢ yueToM O0COOCHHOCTEH COlUalb-
HOT'O U KYJIbTYPHOTO KOHTEKCTA;

OK 09. ITonb3oBaThcsi MPOPECCHOHAIBHON JOKYMEHTAIlME Ha Tocyaap-
CTBEHHOM M MHOCTPAHHOM SI3bIKaX.

[IK 1.1. OcCymecTBIsITh CONMPOBOKICHUE, B TOM YUCIIE€ IOKYMEHTAIlMOHHOE,
MPOIIEAYPHI 3aKYTIOK.

I[IK 1.3 OcymiectBiasiTb AOKYMEHTALIMOHHOE COINPOBOXKICHUE CKJIAICKUX
OTIEepaLUH.

1.3. TpeboBaHusl K pe3yibTaTaM OCBOEHUSI JUCHUILIHUHBI:

B pamMkax mporpamMMbl TUCHUTITUHBI 00YUYaIOIIUMUICS OCBAaUBAIOTCS

Kox IIK, OK YMmenus 3HaHMA




OK 01
OK 02
OK 03
OK 04
OK 05
OK 09
IK.1.1
I1K.1.3

- o(opMIATH JOKYMEHTAlMIO B
COOTBETCTBUM €  HOPMAaTUBHOMN
6a3oi, B T.4. UCIIOJIB3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH;

- YHU(DULIUPOBATb CUCTEMBI
JIOKYMEHTAlUU;

- OCYIUECTBJIATb XPAHEHHUE U IIOUCK
JIOKYMEHTOB;

- OCYWIECTBJISITH ~ ABTOMAaTU3ALHIO

00pabOTKH JOKYMEHTOB;

- UCIIOJNIb30BaTh TEJICKOMMYHHUKAIIH-
OHHBIC TCXHOJIOTMU B 3JICKTPOHHOM
JOKYMEHTO000pOTE

- IOHATHUC, LCIIU, 3aJa4d W MNPUHIOUIIBI

JIeJIONPOU3BO/ICTBA;

- OCHOBHBIE MOHSTUS
JIOKYMEHTAIMOHHOTO obecrnieueHus
yIpaBICHUS;

- CHUCTEMBI JIOKYMEHTaIlMOHHOTO

oOecrieYeHHsl YIPaBICHUS;

- KJIaccU(DUKAIHIO IOKYMECHTOB;

- TpeOOBaHHsA K COCTABJIICHHUIO U
0(OPMIICHHIO IOKYMEHTOB;

- OpraHM3alMi JOKYMEHTOOOOpOTa:
npueM, 00paboTKa, perucrpamus, KOH-
TPOJIb, XPAHEHHUE JOKYMEHTOB, HOMCHKIIA-
Typa Jen

1.4. Kotn4yecTBO 4acO0B HA OCBOEHHE MPOrPaMMBbI M CIUIJIMHBI:
y4eOHOM Harpy3ku o0yudaromierocs 52 yaca, B TOM YHUCIIE:

JJIS OYHOH (POPMBI 00yYeHUS:
ayIMTOPHOU ydeOHOM Harpy3ku oOydaromerocs 46 4acos;
CaMOCTOSITENIbHOM paboThl 00ydaromerocs 6 4acos.

2. CTPYKTYPA U COAEPKAHUE JUCIINITJIMHBI

1TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

2.1 O0beM JUCHMILIHHBI U BUABI y4e0OHOH padoThl

JJIS OYHOM (popMBI 00yUeHUsA

Bua yueOHoit padoThl Oovem
uacos

MaxkcumanbHasi ydeOHasi HArpy3Ka (Bcero) 52
O0si3aTesibHAsi ayIUTOPHAsI y4eOHAsi Harpy3ka o0yuarouierocs 46
(Bcero)
B TOM YHCJIE:
MIPAKTUYECKUE 3aHATHS 16
CamocrosiTesibHasi paboTa o0y4arierocs (Bcero) 6
B TOM YHCJIE:
[IpomexxyTouHas arrectanus B popMe KOMILIEKCHOTO TudPepeHIMpoBaHHOTO
3auera




2.2 TemaTu4yecKHii JIaH U COAEPKAHNE TUCUMILIUHBI «/[0KyMeHTAIIMOHHOE 0O0eciieYeHue YyIpaBJIeHus»

JUIs1 OYHOM (hOpMBI 00YUICHUS

HaumeHoBaHue Conep:kanue y4eOHOIr0 MaTepHuaJia, MIpakTuyeckue padoTbl, CAMOCTONATEIbHAS padoTa Oo0bem
pa3aesioB M TeM o0yuarumuxcst 4acoB
1 2 3
Pa3znen 1. Opranu3anusi J0KyMeHT0000POTA HA NPeANPUATHHI 16/-12
Tema 1.1. Coaep:xxanue yueOHOro MaTepuaJia
JIOKyMeHT u cucTe- | 3Hau€HUE U COJepKaHWe AUCUMIUIMHBI «JlOKyMeHTaluoHHOEe obOecriedeHue yrpasieHus». [lonsrue
Ma JJOKYMeHTalUH TEPMUHOB «JOKYMEHT», «IOKYMEHTHPOBAHUE», «IOKYMEHTAI[HOHHOE O0ecleYeHUe YIpaBICHUNY. 2
YHuukanys v cTanaapTU3alUi YIPaBJI€HYECKUX JOKYMEHTOB.
Knaccugukarus 1okyMeHTOB opranu3anuu. @yHKIUN TOKYMEHTOB. 2
[TonsiTne M cocTaB PEKBU3UTOB JNOKyMeHTa. CXeMbl pacIoyoKeHHs PEKBU3HUTOB. [loHATHE M BHIBI 2
0s1aHKOB JOKyMeHToB. HopMaTnBHO-IpaBoBO€ 0OecrieueHue J1eI0nporu3BOJICTBA.
Tema 1.2. Opranu- Conep:xanue yueOHOTro MaTepuaJia
3a1Hs JOKYMEHTO- [ToHsATHE M MPUHIUMBI OpraHU3alMU JOKyMEeHT0o0opoTa. CocTaB U y4eT o0bemMa JOKYMEHTO00opoTa
060poTa Ha npex- npennpustuil. Opranuzanusi paboThl ¢ BXOJALIEH, UCXoadlIell 1 BHyTpeHHel gokymeHTanuei. Kon- 4
— TPOJIb UCIIOJHEHUS] JOKYMEHTOB.
Pabora ¢ BHyTpeHHUMHU JOKyMeHTaMu. ba3bl JaHHBIX AJI XpaHEHUs JOKYMEHTOB. 3aKOHOJAATeIbHbIE 5
aKTbl © HOPMaTUBHO-METOANUYECKNE JOKYMEHTBI 10 apXUBHOMY XPAHEHHUIO JOKYMEHTOB.
Pabora ¢ 3anmpocamu. PaboTta ¢ 371eKTpOHHBIMU JOKYMEHTaMH. 2
CamocrosiTeibHasi padora. M3ydeHue HOPMATHBHO-METOJUYECKOM 0a3bl, peryiaupyrouei padorty c 2
JIOKYMEHTaMH.
Paznen 2. Buabl 1I0KyMEHTOB U MOPSIA0K PadoThl ¢ HUMHU 34/16/4

Tema 2.1.

Conep:xaHnue yueOHOIro MaTepuasa




Opranu3zannoHHo- OpraHu3alvOHHbIE JOKYMEHTBI — YCTaB, y4peIuTelIbHbIE JO0r0BOp, MOJIOKeHHe. PacnopsuTenbHble
pacnopsiiuTe/ibHble | JOKYMEHTBI — IIPUKAa3, PacIOPsDKEHUE, YKa3aHUE, IOCTAHOBJICHHUE, PEIIEHUE, HHCTPYKLNSA, MPOTOKOI. 4
JAOKYMEHTbI CripaBo4HO-MH(OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHas 3amucka, OOBSCHUTENIbHAs 3alucCKa, akKT,
CIpaBKa, CIIy>KeOHble NHUCbMa
IIpakTnyeckoe 3ansaTue Ne 1. CocraBjienne n oopmiieHHE PacOPSKEeHHUA 2
IIpakTyeckoe 3ansaTue Ne 2. CocraBienune u ogopmiieHHe 1eJIOBbIX HceM 4
IIpakTHyeckoe 3ansaTue Ne 3. OopmiieHne cipaBoK, JOK/JIAJHOH U CJIYyKeOHOH 3aNMCKHU, aKTA. 2
Tema 2.2. Coaep:xxanue yueOHOro MaTepuaJia
Kagposas noxkymen- | JlokyMeHTHpOBaHUE TPYAOBBIX MpaBoOTHOWIEHUNA. COCTaB U 0COOEHHOCTH O(OPMIIEHUS JOKYMEHTOB 5
Tanus 110 IUYHOMY COCTaBY.
KomnuiekroBanue nuunoro aena. Asroouorpadus. Pesrome. 3asBiienue o npueme Ha padory. [Ipukassl 4
1o Ju4HOMYy cocrtaBy. llITaTHOe pacnucanue.
IIpakTuyeckoe 3ansaTue Ne 4. OopmiieHne NpuKa3oB MO JUIYHOMY COCTABY. 2
IIpakTyeckoe 3ansitue Ne 5. OdopmiieHHe TPYAOBOIo 10roBopa, NpMKasa o npueMe Ha padory, 9
o(opmiIeHHE TPYAOBOH KHHKKH.
Tema 2.3. Conep:xxanue yueOHOro MaTepuaJia
JloroBopHo- [Tonsitust noroBopa. Buael noroBopoB. O0s3aTeNbHbIE PEKBU3UTHI 10r0BOpoB. [IpaBuna opopmienus
npaBoBasg AOKYMeH- | 1oroBopoB. [IpaBuna odopmiieHus: npeTeH3noHHbIX nuceM. @opMyIisp HCKOBOTO 3asiBIE€HUs, TpeOOBa- 2
Tauus HUS K €r0 0OPMIICHHIO.
3aKOHOAATEIbHBIE KTl U HOPMAaTUBHO-METOANYECKNE JOKYMEHTBI IO JOTOBOPHBIM JJOKYMEHTaM. 2
IIpakTyeckoe 3ansaTHe Ne 6. OopmiieHne 10ropopa Kynjau-npoaaxu 2
IIpakTnyeckoe 3ansiTue Ne 7. OpopmiieHue u 00padoTKa NMpPeTEeH3UOHHBIX MUCEM 2
CamocrositesbHas padora. Mzyuenne cucremsr YCJI; YCOP/I. 4
KommnuiexkcHslit nud¢epeHunpoBaHHbIN 3a4eT 2
Bceero: 52

OcBocHue JAUCTUITIINHBI MOXXCT OBITH pCain30BaHO C IIPUMCHCHUCM JJICKTPOHHOI'O o6yquH>1, JAUCTaHIIMOHHBIX 06pa303a—
TEJBbHBIX TEXHOJIOTUM B COOTBETCTBUM C JTOKAJILHBIMU HOPMATHUBHBIMHU aKTaMH YHUBCPCUTCTA



3. YCJIOBUSI PEAJTU3ALINN PABOYEI ITPOTPAMMBI
JUCHUILIAHBI
«TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUST»

3.1. TpeGoBaHusA K MUHUMAJIbHOMY MaTePHAJIbHO-TEXHHYECKOMY olec-
NeYeHu o

Peanuzamus paboueii mporpaMmbl TUCIUIUIMHBI TPeOYyeT HAIUUMs Y4eOHOTO
KabuHera «JlOKyMEHTAIlMOHHOTO OOecHeueHus] YIpaBJICHUS», OCHAIICHHBIN
o0opyZoBaHUEM: JOCKa yueOHas, pabouee MECTO MpenojaBaTessi, CTOJbI, CTYIbs
(110 yuciry 00y4Jarommxcs), HarJIsAHbIE TOCOOHS.

3.2. UndopMmanmonHoe odecnevyeHne o0yueHmst

JIiist peasin3aiiu mporpaMMbl OMOJIMOTEYHBINH (POH]T 0Opa30BaTEIBHOM Opra-
HU3AIMY UMEET TIeYaTHbIe W/ WK JJIEKTPOHHBIE 00pa3oBaTelibHble U HH(OpMaIu-
OHHBIE PECYPCHI:

e brikoBa, T. A. JlIokyMeHTaIIMOHHOE 00ECTICUeHHNE yIIpaBIeHUS (ACI0IPOU3BOI-
cTBO) : yuebHoe nmocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. CankuHa ; moj
o6mr. pexn. T.B. Ky3nemnooii. — 2-¢ u3a., nepepad. u gor. — Mocksa : UHOPA-
M, 2021. — 304 c. + Hon. marepuainsl [DnekTpoHHbIN pecypc]. — (Cpemnnee
npodeccuonanbHoe obpazoBanue). — ISBN 978-5-16-013913-5. - Tekcr :
ANIeKTPOHHBIN. — Pexxum moctyna: https://znanium.com/read?id=360476

e AnekceeBa, T. B. JlokyMeHTaIlmoHHOE OOCCIICUCHHUE YNpPABJICHUS : YICOHUK /
T. B. Anekceea, O. A. CrpaxoB. — Mocksa : YHuBepcurer «CuHeprus»,
2020. — 132 c. — ISBN 978-5-4257-0402-3. — TekcT : IeKTpOHHBIH // DeK-
TPOHHBIN pecypc HUpPOBO 06pasoBaTean0171 cpenbl CIIO PROFo6pa3oBanue
: [caitT]. Pexum JOCTyTIA:
https //profspo. ru/webreader/web/wewer php?publicationld=books/101344

e JloxymeHnTanmoHHoe obecrnieueHue ympapieHus. CoctaBiieHne U opopMieHUE
JIENOBBIX JOKYMEHTOB : yueOHoe nocodue st CI1O / coctaBurenu E. U. bami-
makoBa. — CaparoB, Mocksa : [IpodobpazoBanue, Ait [Iu Ap Menua, 2021. —
144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT : 31eKTpOH-
HBI // DnexTpoHHBIH pecypc udpoBoit obpazoBarenbHOM cpeast CIIO
PROFo0GpazoBanue : [caitT]. — Pexum JOCTyIIA:
https://profspo.ru/webreader/web/viewer.php?publicationld=books/103343

o Kysnenona, M. B. JlokymeHTanimoHHOe OOECIeueHUe YIMpaBJICHUs : yueOHOe
nocooue mist CIIO / U. B. Ky3nenona, I'. A. Xavarpsin. — 2-e uzn. — Capa-
ToB : [IpodobpazoBanne, At [Ilu Op Memua, 2019. — 166 ¢. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — Tekct : 2MEeKTPOHHBINA // DIEKTPOHHBIN
pecypc mudpoBoit oopazoBarenbHoOi cpeasl CIIO PROFo6pa3zoBanue : [cair].

Pexum Jocryna:
https Ilprofspo.ru/webreader/web/viewer.php?publicationld=books/80326



https://znanium.com/read?id=360476
https://profspo.ru/webreader/web/viewer.php?publicationId=books/101344
https://profspo.ru/webreader/web/viewer.php?publicationId=books/103343
https://profspo.ru/webreader/web/viewer.php?publicationId=books/80326

e ApacnanoBa, B. A. JlokyMeHTalluOHHOE OOECTIeYeHHE YNPABICHUS :

y4eOHO-

IpakTHIecKkoe mocodre B cxemax, Tabinumax, oopasmnax / B. A. ApacmaHoBa. —
3-¢ m3n. — Cypryt : CypryTcKkuii roCy1apCTBEHHBIN MEIarorniecKuii YHUBEP-
curet, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekcr : 3JIeKTpOHHBIH //
DIIeKTPOHHBIA pecypc nudpoBoi oopazoBarenpHO cpeabl CIIO PROFobpa-

30BaHHUC

https://profspo.ru/webreade

[caitT]. —

Pexum
r/web/viewer.php?publicationld=books/94291

JOCTYyTIA:

4. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHUA

JUCHUIIIAHBI

«1OKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

KOHTpoJib U OlLIEHKA Pe3ylbTaTOB OCBOCHMS AUCIUIUIMHBI OCYIIECTBIIACTCS
IIPEernoiaBaTesieM B MPOLECCe MPOBEAEHUS YCTHOTO (PPOHTAIBHOTO M MHIUBHUIY-
aJIbHOTO OIPOCA, BBINOJHEHUS NPAKTUYECKUX 3aJaHUM, TECTUPOBAHUA, A TaKkKe
BBINIOJIHEHHS 00YYaIOIMMHUCS MHIUBUAYaIbHBIX U TPYIIOBBIX 33/IaHUM.

Hrorosas (popma npomMeKyTOUHON aTTECTALMH — KOMIUIEKCHBIA Au(depeH-

]_II/IpOBaHHHﬁ 3a4CT.

Pe3ysbTaThl 00y4yeHus

Kpurepun oueHku

MeToabl OEHKH

3nanus:

- MOHATHE, LU, 33Ja4d U
IMPUHIUIIBI ACJIOITIPOU3BOA-
CTBa,

- OCHOBHBLIC IIOHATHUSA IOKY-
MEHTAIIMOHHOTO  o0ecreye-
HUS YIIPABJICHUS,

- CHUCTEMBI JIOKYMEHTAIMOH-
HOTO OOECTICUECHHS YIpaBIie-
HUS;

- KJacCU(UKAIUIO JTOKYMEH-
TOB;

- TpeOOBaHUS K COCTABICHUIO
1 0(pOpMIIEHHUIO TOKYMEHTOB;
— OpPTaHU3AIHIO JIOKYMEHTO-
obopoTa: mpueM, 00paboTKa,
perucrpanus, KOHTpPOJIb,
XpaHEHUE JOKYMEHTOB, HO-
MEHKJIaTypa Jell

- JEMOHCTPUPYET 3HaHUE OC-
HOBHBIX MOHSTHH, MPUMEHICMBIX MPH
OpraHu3ali JOKYMEHTOO0OpOTa Ha
MIpEeANPUATHH,

- JIEMOHCTPHUPYET 3HAHUE LETIEH,
3aJad M TPUHIMIIOB JIEJIONPOU3BO/I-
CTBa;

- JEMOHCTPUPYET 3HAHHE CH-
CTEMBbl JTOKYMEHTAaLlMOHHOro obecre-
YeHHUs yIpaBICHMUS;

- JEMOHCTPUPYET 3HaHHWE KJac-
cU(UKAINU JOKYMEHTOB,

- TpeOOBaHUI K COCTaBJICHUIO U
0 OpPMIICHHUIO TOKYMEHTOB;

- JEMOHCTPHUPYET 3HAHHUE Opra-
HU3aIUK JOKYMEHTO000pOTa: IPHEM,
00paboTKa, perucTparus, KOHTPOJIb,
XpaHEeHHE TOKYMEHTOB, HOMEHKIIATY-
pa nen

DKcnepTHOE Habo1e-
HHE ¥ OLICHUBAHUE BbI-
TIOJTHCHHST UHTUBHTY-
AITBHBIX ¥ TPYIIIOBBIX
3aaHuN.
Onenka pe3ynbrara
BBITTOJIHEHHSI TTPAKTH-
YecKuX pador.
Texymui KOHTPOJIb B
dbopme cobecenoBanus
JuddepenunpoBaHHbII
3ayer

Ymenua:

- 0hOPMIIATH TOKYMEHTALIMIO
B COOTBETCTBUU C
HOpMaTUBHOM 0a30if, B T.u.
UCIIOJIb3YS
MH(pOpMallMOHHbIE
TEXHOJIOTHH;

- YHUQUIMPOBATh CHCTEMBI

- JEMOHCTPUPYET yMeHue
0pOpMIIATh JTOKYMEHTAIIMI0 B COOT-
BETCTBUM C HOPMAaTHUBHOHM 0a3oif, B
T.4. HCIOJIb3Yyd HH(POPMAIOHHBIE
TEXHOJIOTUH;

- JIEMOHCTPUPYET YMEHHE YHH-
¢unpoBaTh CHUCTEMbI JIOKyMEHTa-
7070

Y CTHBIN, GPOHTATBHBIHI
Y UHAUBUAYaJIbHBII
oIpoc.
TectupoBanue.
[TpoBepouHbIe pabOTHI.
O11eHKA BBIITOIHEHNS
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JIOKYMEHTAIUH;

- OCYUIIECTBIISATh XpaHEHUE W
MIOKMCK JIOKYMCHTOB;

- OCYIIECTBIISATh
aBTOMAaTH3aIUI0  00pabOTKH
JIOKYMEHTOB;

- ACIIOJIb30BATh TEJICKOMMY-
HHUKAIIMOHHBIE TEXHOJIOTHUU B
3JIEKTPOHHOM JJOKYMEHTO-
obopore

- JNEMOHCTPUPYET YMEHHE OCY-
IICCTBJIAThL XpPaHCHHUEC U IIOUCK JIOKY-
MEHTOB;

- JEMOHCTPUPYET YMEHHUE OCY-
HIECTBIISITh aBTOMAaTHU3alUI0 00paboT-
KH JJOKyMEHTOB;

- JIEMOHCTPUPYET YMEHUE HC-
IMOJIb30BAaTh TCICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHH B JIEKTPOHHOM JIOKY-
MEHTO0000pOTE

MPAaKTUYECKOTO 3a/1a-
HUS
HuddepennmpoBaHHbIi
3a4er

4.2 CTpyKTypa M NIpMMepPHOe COAepP:KaHHue OLIEHOYHbIX MATEPHAJIOB JJIs1
NMPOMEKYTOUHON aTTeCTAUMH MO JUCHMILUIMNHE «/[0KyMeHTauMOHHOe obecrie-

YCHHUC YIIPABJICHU)

[IpomexxyTouHas arrectauus Mo AUCHUILUIMHE «/loKymeHTanumoHHOe obecrie-
YEHHUE YTPABIICHUS SIBJIAECTCS KOMIUIEKCHBIN nud@epeHpoBanHbi 3auetr. Jud-

(epeHIIMPOBaHHbBIN 3a4€T MPOXOIUT B YCTHOU (popme.

[IprMepHBIN NIEpEYeHb TEOPETUUECKUX BOIPOCOB 10 TUCIUIINHE «JlOKyMEH-

TAIMOHHOE 00ECIIeUeHUE YIIPABICHU»:
1. KakoB npeaMeT JOKYMEHTAaIMOHHOTO 00ECTIeYeHuUs yIpaBIeHUs?

2. Kak cBsi3aHO TOKyMEHTAllMOHHOE 00eCIIeYeHHE YIPABICHUS C JOKYMEH-

TOBEJEHUEM, JIEJIONPOU3BOICTBOM, APXUBOBEICHUEM?

3. Kakyto poJib urpaeT JOKyMEHTallMOHHOE 00eCIIeUeHUE B YIIPaBIEHUH CO-

BPEMEHHBIMU OpraHU3aLHsIMU?

4. Kakue HOpMaTUBHO-TIPABOBBIE AKTHI PETYIUPYIOT JOKYMEHTALIMOHHOE

oOecrieyeHue ynpaBiieHUus?

5. KakoBa npakTudeckas 3Ha4UUMOCTh Y4€OHOUM NUCHMIUIMHBI «JOKyMEHTA-
[IUOHHOE OOeCTIeYeHUE yIpaBICHUs»?
6. Kakoil 00beM U cofep:kaHre UMEIOT MOHITUS «MHPOPMALIUD) U «JIOKY-

MEHT)»?

7. Kakyto posib urpaet unpopmaius B ooecnedeHuu 3PPEeKTUBHOTO yIIpaB-

JICHUs?

8. KakoBBbI HICTOYHHUKY TIOJIYYEHHS YIIpaBICHYECKON HHpopManuu?
10. Yto Takoe «cucreMa JOKYMEHTAIMN» U «YHUPUITUPOBAHHAS CHCTEMA

JOKYMEHTAIUN»?

11. Kakue BuIbI ynpaBaeHUYECKUX JOKYMEHTOB BKJIIOYAET B ce0st Y Hupuuu-
pOBaHHas CUCTEMA OPraHU3allMOHHO-PACIIOPSIAUTEIBHON JOKYMEHTALIUN?

12. KakoBo naznauenne 'OCT P 7.0.97-20167

13. [loHATHE: «PEKBU3UT» NJOKYMEHTA.

14. Yto Takoe NOCTOSAHHBIE U IEPEMEHHBIE PEKBU3UTHI OPTAHU3AaIIMOHHO-
pacnopsauTEIbHON JOKYMEHTALNH?

15. KakoB cocTaB NOCTOSIHHBIX U IEPEMEHHBIX PEKBU3UTOB OPraHU3alOH-
HO-PACHOPAIATENIBHOW TOKYMEHTAKU ?
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16. Kaknie peKBU3UTHI UCITOIB3YIOTCS B 3aT0JIOBOYHOM YaCTH OpraHu3alu-
OHHO-PACIOPSAAUTEIbHBIX TOKYMEHTOB?

17. Kakue peKBU3UTHI UCIIOJIB3YIOTCS B COAEPKATENBHOM YacTH OpraHu3a-
AOHHO-PACTIOPSIANTENBHBIX JOKYMEHTOB?

18. Kakne peKBU3UTHI UCIIONB3YIOTCS B 0(OPMIISIONIECH YaCTH OpraHu3alu-
OHHO-PACHOPSAAUTENBHBIX TOKYMEHTOB?

19. KakoBsl TpeOoBaHuUs K OOPMIICHHUIO MTPUKA30B IO OCHOBHOM J1E€SITEIb-
HOCTH?

21. Kak odopmMuTts pemieHue?

22. Kak 0opMuTh OCTaHOBJIEHUE?

23. Yto coboii mpeacrasiser YcraB opranuzaiuu? KakoBel OCHOBHBIE Tpe-
OOBaHMS K €ro COCTaBICHUIO U 0POPMIICHUIO?

24. Kak opopmuts [Tonoxxkenue 06 oTaene uim ciry>x0e opranusaruu?

25. Kak opopmMuts mraTHoe pacrvcanue?

26. Kakue TpeOoBaHUs NPEAbSBIAIOTCS K 0QOPMIIEHUIO JOIOBOPA, KOH-
Tpakra?

27. YTto Takoe MHCTPYKIIMSI, KAKOBO €€ coiepKaHue 1 opopmieHue?

28. Kakue tpeboBaHus IPEABSABIAIOTCA K OPOPMIICHUIO MPOTOKOIA?

29. Kak opopMUTh TOKIAIHYIO, CIIYKEOHYIO U OOBICHUTEIBHYIO 3aITUCKU?

30. KakoBbI cOBpeMEHHBIE TPEOOBAHUS K S3bIKY U CTUIIIO YIIPABIEHYECKHUX
JOKYMEHTOB?

31. U3 kakux 4acTel CKIIabIBaeTCsl JOKYMEHTOOOOPOT OpraHu3auun?

32. KakoBsI 3TaIbl padoThl C BXOIAIUMU JOKYMEHTaAMU?

33. Kak ctpouTtcst paboTa ¢ HCXOASAIMUMH TOKYMEHTaMU?

34. KakoBa TeXHOJOTHSI paOOThI C BHYTPEHHUMU JOKYMEHTAMHU?

35. Kakue 3agaun JOKYMEHTOOOOPOTa PelaeT perucTpaius 10KyMeHTOB?

37. KakoB nopsiI0K perucTpauyy ynpaBjieHYeCKOro J0KyMmeHTa?

38. Kakue cymecTByOT BUIbl KOHTPOJISI UCIIOHEHUS TOKYMEHTOB?

40. Kak ocymecTBIsSeTCsl CUCTEMATU3ALM U XPaHEHUE JJOKYMEHTOB B Opra-
HU3auu?

41. Yto Takoe neno, ¢ TOUKM 3peHHs JOKyMeHTOoBeneHus? [Ipusennre npu-
MEpBI J€]1, XPAHIIIMXCSA B OpraHu3aluu.

42. PackpoiTe coaepKaHue NOHATUS «HOMEHKIaTypa nem». Kakoe momxk-
HOCTHOE JIMII0 B OPTaHU3allM1 OTBEYAET 32 COCTABIICHUE U BBEJICHHUE B JIEHCTBHE
HOMEHKJIATYpbI Aem?

43. KakoBbl peKBU3UTHI HOMEHKJIATYPBI /1717

44. KakoBa coziepKaTeiibHasi 4aCTh HOMEHKIIATYPBI J1eJ1?

45. Kakue nmpu3HaKky 3aBeJICHUS Jieia UCTIONb3YIOTCS TPU (POPMUPOBAHUU
nen?

46. KakoB 0CHOBHOUM TTPUHIUT (POPMHUPOBAHHUS JOKYMEHTOB B jiefia’?

47. Kakne HopMaTUBHBIC TPEOOBaHMSI HEOOXOUMO COOMIOAATh Tpu (PopMu-
pOBaHUU Jei?

48. Yto Takoe 3KcnepTh3a HEHHOCTH TOKYMEHTOB, U KaKHe JIOJKHOCTHBIE
JUIA B OpraHu3alliy 3aHUMAIOTCS €€ IPOBEACHUEM?
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50. Yto sBIIsSIETCS PE3YIABTATOM MPOBEAEHHUS SKCIIEPTU3BI LIEHHOCTH JIOKY-
MEHTOB OpraHu3auu’?

51. Kak ocyiiecTBisieTcs MOAroOTOBKA €] K apXUBHOMY XPaHEHUIO B COBpE-
MEHHBIX OpraHU3alusIx?

52. Kakue TOKyMEHTBI BXOJISIT B COCTAB JJOKYMEHTALIUU MO Kagpam?

53. Yto Takoe TpyJa0BOl KOHTPAKT?

54. KakoBbl OCHOBHBIE U JOTIOJIHUTEIbHBIE YCIOBUS TPYIOBOIO KOHTpaKTa?

55. Ha xakoii cpoK MOKET OBITh 3aKJIIOYEH TPYAOBOM KOHTPAKT?

56. Uto Takoe nuuHas kaptouka popmbl T-2? Kakas nndopmanus pukcupy-
€TCs B HEMl?

57. KakoBbI ITpaBUJIa 3alI0JIHEHUS U XPAHEHUS JINUYHBIX KapTOUEK?

58. Kakue nericTBusi pUKCUPYIOTCS B MIPUKa3ax 1Mo Kajapam?

59. KakoBbI CPOKM XpaHEHUS TPUKA30B?

60. Uto Takoe nmuuHoe aeno? Kakue 10KyMEHTBI BXOJAT B €70 COCTaB?

61. KakoB nopsijok GopMUpPOBaHUS U XPAaHEHUS TUYHBIX JEIT?

62. KakoBbl ITpaBUJia 3alI0JIHEHUS TUTYJIBHOTO JIUCTA TPYIOBOU KHUKKU?

63. Kakue cBefieHus1 0 pabOTHUKE (PUKCUPYIOTCS B €0 TPYIOBON KHUKKE?

64. Kak xpaHsaTCs TpyAOBbIE KHUKKH, U BEETCA UX YUET?

Kpurepnn onieHKH MpOMEKyTOUHOM aTTeCTalun

«OTIMYHO» — YETKHUE U KOHKPETHBIE OTBETHI HA TEOPETUICCKUE BOIIPOCHI
«XOPOIIIOY» — MOTHOCTHIO PACKPHITHI TEOPETUICCKHE BOMPOCHI, HE3HAUNTEh-
HbIE OITMOKHU B (DOPMYITUPOBKE MOHSATHUH;
«YZIOBJICTBOPUTEIHHOY» — HETIOJIHBIE OTBETHI HA TEOPETHUECKUE BOTIPOCHI
«HEYJIOBJIETBOPUTEIHHO» — HENPABHIIbHBIE OTBETHI HA TEOPETHUYECKHE BO-
IPOCHI
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